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• Welcome

• Overview 

May  2008 Assessment Directors 2



JULIE QUINN
CBT SPECIALIST 

CBT Updates
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Multiple Tests in a 9+2/Class
Pearson will create a new reporting group for 

those sessions that are being given tests 
different from the test code identified in the 
9+2. 

• The 9+2 will stay the same, the test code will 
change.

Example:  Mrs. Quinn has 20 students in her 
3rd period ELA class, but 15 are 8th graders 
and 5 are 7th graders.  

May  2008 4Assessment Directors 



Multiple Tests in a 9+2/Class
Pre-Load File
9+2: 99999 01
Test Code: ELA0808
Students: 20

Session Name: Mrs Quinn’s 8th Grade
Test Assigned: ELA Grade 8
Students: 15

Session Name: Mrs Quinn’s 7th Grade
Test Assigned: ELA Grade 7
Students: 5

Reporting Group
9+2: 99999 
01
Test Code: ELA0707
Students: 5

Reporting Group
9+2: 99999 01
Test Code: ELA0808
Students: 20

Example:

Pearson will create a new group
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Special Codes Marking

• Please ensure that special codes are 
marked for appropriate students BEFORE 
their test is submitted or stopped.
– If a student’s test is stopped and the codes 

have not been marked, contact Sharon Marsh 
for procedures.  

– Codes added to the CBT system after a test is 
stopped will not stick.  
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Administration Issues

• Submit/Exits – Absent students
– Pearson and/or the USOE will be sending 

emails to each Assessment Director to handle 
each situation that is found.

• Students taking other students’ tests
– Please continue to emphasize procedures 

that will ensure proper distribution and 
handling of authorization tickets.
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Administration Issues

• Re-testing students
– A student’s first response to an item will be 

the response that is scored.  
– Please do not attempt to re-test students

• Students clicking through tests
– Please continue to emphasize the need for 

active proctoring, section numbers are labeled 
on-screen
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Administration Issues
• Help desk questions about policies

– Pearson will not attempt to answer policy 
questions.  They will be directed to the USOE and 
the USOE will contact the Assessment Director .

• Special circumstances
– Please contact the USOE when questions arise 

on how to handle special situations with CBT 
administration.  Especially those related to the 
above bullet points. 
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Closing Out CBT

• All students in sessions
– Please make sure that all students loaded into 

the CBT system are placed into sessions and 
accounted for.

• Sessions MUST be stopped
– Once all students are in a stopped status, the 

session must be stopped.  
– An LEA’s results cannot be sent to the USOE 

until all sessions for the LEA are stopped.
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CBT Contacts

Pearson: http://159.182.31.92/kaidara-advisor 
1-800-627-7990 x845
(M-F, 5:00 am - 6:30 pm, MST)

UpassOnline@support.pearson.com 
USOE: Julie Quinn

julie.quinn@schools.utah.gov
801-538-7723 (email is faster)
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SHARON MARSH 
COMPUTER SERVICES

Answer Documents 
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May Check List 2008

ALL STUDENT FILES
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Secure Testing Website to upload files for 
PBT and CBT and All Student Files 
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Information on Testing Website

• Log onto the testing website                           
(https://cs.schools.utah.gov/assessment) 
and click on  support on the toolbar to 
download:

• Verification Application 
• How To Manual
• Assessment Preprint File Name 

Specification & File Format 
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Pre-Print Layout is different for P&P read pg. 
9 & 10 of the pre-print file name document 
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Pre-print File Layout Cont’d
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• If all you are doing is CBT you still must 
upload your all student file when you close 
your testing session for your district.

• ALL_0DD_SPRCBT_CRT_20080430_01

All Student Files Must Be Uploaded 
Before Scanning & Scoring
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• Before you return your answer sheets for 
scanning and scoring you need to upload 
your all student file if it isn’t in we will not 
scan your answer documents.

• ALL_0DD_SPRING_CRT_20080430_01
• If we at least receive one of your  files we 

can copy it and use it for both testing 
sessions.  

All Student Files Must Be Uploaded 
Before Scanning & Scoring
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IOWA Grade 3

• When you return your grade 3 documents 
for scanning and scoring remember to 
send in the all student file. 

• Because IOWA only wants the grades that 
are being scored you only need to send a 
file for your grade 3 students.

• ALL_0DD_SPRING_IOWA_20080430_01
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May Check List 2008

Returning documents
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The following is a list of problems that 
continue to slow scanning:

• Tests grouped together by school instead 
of by test.

• Bar code labels put over other labels or 
lined out and used for a different student.

• Photocopied answer documents 
substituted for actual test, these will not 
scan.

• Tests mixed with other tests, e.g. 
language 2 booklet in with math 2
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The following is a list of problems that 
continue to slow scanning:

• When using blank answer documents check to 
see that all information has been bubbled in.

• We still have districts that use another students 
pre-printed answer document and cross out the 
information remember every pre-printed 
documents must be returned with the special 
code box marked with the reason why the 
student didn’t take the test.
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Why is quality screening of your 
various tests so important?

• Anytime a problem is detected, scanning 
is halted until the problem is resolved, 
which causes additional delays not only for 
your district but subsequent districts that 
are next in line for their documents to be 
scanned and processed.

• Cooperation on your part ensures that we 
can return results to you as quickly and 
accurately as possible.
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The following is a list of potential 
problems that should be recognized:

• Answer documents should be stacked with 
the student names face up with the timing 
tracks to the left. When the folded edge is 
cut preparatory to scanning, timing tracks 
will be cut off causing significant delay in 
scanning.

• Use a light rubber band to separate 
individual teacher batches, with the 
header sheet on top, so they will stay in 
order when cutting the answer 
documents.
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The following is a list of potential 
problems that should be recognized:

• This year there will be different forms for 
the math 2 and language 2 booklets 
please make sure that when you package 
them for scoring if you have more than 
one form that you keep them separate. 
And if you would indicate on the outside of 
the box the form because they will all 
have different scan programs and this will 
help to ensure the turn around time that 
will be needed this year.
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Batching UAA

• They need to come in 3 groups language, 
math, & science.

• You can use a header for all students in 
that school and just mark a valid grade.

• Remember you only need to mark one 
task if you mark more than that you  will 
receive big error list.
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Spring 2008 UAA Language
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Packaging & Shipping

• Please make sure that the answer 
documents are all facing the same way.

• Check to see that answer documents that 
weren’t pre-printed have been bubbled in.

• Check all header sheets and make sure 
that teacher number & section number 
have been bubbled. (MUST)

• Teacher number is left justified with no 
spaces in the 9 position field.
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The following is a list of potential 
problems that should be recognized:

• Answer documents should be stacked with 
the student names face up with the timing 
tracks to the left. When the folded edge is 
cut preparatory to scanning, timing tracks 
will be cut off causing significant delay in 
scanning.

• Use a light rubber band to separate 
individual teacher batches, with the 
header sheet on top, so they will stay in 
order when cutting the answer 
documents.
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Shipping Information

• All tests must be grouped in one 
shipment to DCS

• All test materials need to be boxed 
in appropriately sized boxes to 
avoid  damage

• Each box must display the 
following on the outside (short 
side) of the box
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Package Box Label Example 

• DISTRICT

• TEST

• GRADE
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CBT ERROR REPORTS
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9 + 2 Problems

• If you know you have students that will be 
in the wrong 9 + 2 groups and need to be 
fixed before raw roster reports are printed 
send them to us.

• If accommodations were not marked those 
also must be fixed or your error list will be 
a  gigantic task and remember you only 
have 4 days to fix them.    
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Understanding Error Reports and 
Corrections
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Edit and Scoring

• As soon as your answer documents are 
scanned, they are processed. Students 
that match the “all student file” and don’t 
have any other type of errors will be on 
your raw reports. Students that have 
problems will be listed on your error 
reports.

• All reports will be placed in the secure 
“Move-It” folder as soon as they are 
created.
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The following is a list of problems that 
appear on error reports:

• If you have students that have withdrawn 
from the class that is being tested mark 
withdrawn in the special code box and 
return with that teacher’s class.

• On the math and language 2 if you have a 
student that does not test put their label 
on a booklet and mark the special code 
box and return with the teacher’s class 
this will help with your missing 
documents. 
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Look 
at 
this

39May  2008 Assessment Directors 



Missing Document Report

• If you don’t return every document 
that was pre-printed you will see 
them listed by test and by school.

• Every bar code label needs to be 
returned on a booklet and the special 
code box marked. This was a really 
big problem last year for lots of 
districts.
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Resolving Error Reports

• Any of the students that have error 
problems will not be on your raw roster 
or summary reports but will be included 
on the error reports.

• It will be the districts responsibility 
to provide the information to make the 
corrections. In some cases it might be 
necessary to send another all student 
file 
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New Reports

• This year we have two new reports:
– one will compare all of your pre-prints to the 

documents that are returned for scanning

– the second report will list the students that are 
missing and from which test. 

• REMEMBER: every answer document needs 
to be returned with the Special Code Box 
marked. 

• Those answer documents not returned will 
count against your participation.
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CBT Error Reports

• When your districts has completed 
testing the files will be returned by 
Pearson at that time we will match 
them to the all student file and 
create raw roster and raw summary 
reports. This process also will 
generate error reports just like on 
your PBT testing. These will be 
placed in your move-it folder.
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Types of CBT Errors

• No match on all student file.
• Absent or withdrawn with responses.
• Accommodation error’s.
• Just like the PBT you might need to send a 

new all student file to fix your errors or 
you might need to tell us what type of 
accommodations were used.
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Types of CBT Errors

• Remind teachers that if they mark 
accommodated they must fill in all of the 
accommodations that they used.

• Also if the students took any part of the 
test they were not absent.

• The same applies to withdrawn.
• You can tell your reports apart because 

they will say CBT on them.
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Count of Pre-Print to Scan File
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Missing Answer Documents
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LEA ERROR REPORT
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LEA TEST ID ERROR
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STUDENT NOT ON FILE
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Check Scores On Summary Reports 
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Often Low Scores Can Indentify 
Batching Problems
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CRT RAW ROSTER RPT
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Stick With Us for Help

54May  2008 Assessment Directors 



55

Who Do I Call?

• Sharon Marsh (801) 538-7915

• Becky Andrews (801) 538-7903

• Cindy Marshall (801) 538-7516

• Dawn West (801) 538-7914 

• Shane Johnson (801) 538-7690
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Gentle Reminder

• Bar Code labels are printed by grade and 
test ID

• They need to be placed in the area that 
has apply actual student label here

• If teacher’s have applied their labels in 
any other area don’t try and remove it.
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Non-Standard Participation

• Accommodated (ELL, IEP, 504) (1) if 
this is bubbled you must show what 
type of accommodations were used. (If 
this bubble is marked you must bubble 
accommodations above) 

• Private or Home School  (5)
• Modified (IEP Team) (2)
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Non-Participation
• Absent-Unable to make up test (1)

• Excused-Medical Emergency (2)

• Unknown Student (3)

• Officially withdrawn from class/school (4)
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Non-Participation

• Private or Home School (7)

• RT (8)

• UAA, Utah’s Alternate Assessment (IEP 
team) (9)
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What Do I need to Do?

• When teachers bubble students as 
accommodated they need to also mark the 
types of accommodations that were used.

• This year you have a new error report that 
will need to be fixed when that isn’t 
resolved.

• When applying bar code labels make sure 
they have the correct subject.
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Watch for These Problems 

• Not checking header sheets for teacher 
and section information

• All student files still not in on time
• Answer Documents not preprinted were 

not bubbled correctly.
• UAA more than one task entered.
• Test’s packaged by school and not test 

type
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Any Questions?
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Production and Distribution

Sarah Moore
Erin Cotten
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CRT tests are done!
• Principal’s Testing Procedure Checklist

– Optional use
• Assessment Material Security Policies & 

Procedures Disclaimer
– Required return after testing

• Certification of CRT “Raw Score”
Acceptance 2007 Results
– Required return after testing
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Packaging Errors
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Testing Calendar 08-09

May  2008 66Assessment Directors 



Testing Calendar 08-09

• Please keep in mind USOE will need info 
from you!

– Test window scheduled for CRT’s for PBT and 
CBT
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Recycle when possible
CRT, DWA, and UALPA
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COMING UP

IOWA Ordering
AUGUST 1 to SEPTEMBER 1
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IOWA ORDERING

Student Booklet
– Grades 3, 5, 8

Administration Manual
– Grades 3 to 8 all the same!

Coordinator’s Guide
– One per site coordinator
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IOWA ORDERING

• ALL Iowa booklets and TAMS 
retained at district level for reuse in 
next administration

• Coordinator’s guides use for TWO 
years

• Keep what you received last year
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IOWA Ordering
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• Sarah Moore or Erin Cotten
• Utah State Office of Education
• Assessment
• PO Box 144200 (only through snail mail)
• 250 E 500 S (FED-EX or UPS, etc.)
• Salt Lake City, 84114-4200 
• FAX: 801-538-7845 
• Sarah.moore@schools.utah.gov
• Erin.cotten@schools.utah.gov
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